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Step-by-Step Instructions

1.  GETTING STARTED

This procedure is about how to get access to eSRA, get logged in and find your home page.

A. Acquire Access If needed, request a role in eSRA

B. Logging In How to log in and find proposals.

A. Acquire Access

Everyone at LBNL has an account in the system and they can log in; but without being assigned a specific role(s) in the system
you will not be able to see any proposal information or perform any actions in the system.

In May 2011, scientists with the PI role in RAPID were all given the Pl role in eSRA. New PIs will need to be given that role in
eSRA. Resource Analysts and Division Reviewers are assigned roles as eSRA is rolled out to their division.

Separate from having a role in the system, scientists that are key personnel or otherwise require a person profile on a Grants.gov
application must have a researcher profile in eSRA.

If you need to be assigned a role: Contact eSRAHelp@Ibl.gov

Indicate your requested role(s): Resource Analyst, Principal Investigator, Division Reviewer. You will be notified by
email once your role is assigned.

B. Logging In
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1. Click “Login” in the upper right-hand corner

N eSRA Proposal System @ ENEREY

BrmxeiEy Lar LAWRENCE BERKELEY NATIONAL LABORATORY

@) eResearch Portal: Grants and Contracts

This is an electronic gateway for the submission, review, approval and tracking of
funding proposals and related budgets for research at this institution. The Grants and

Advanced Search

[» Help Text: NIH Application Contract Management office maintains all information regarding grant and contract

Type applications, budgets and on-going annual adjustments to research funding using this
[, Clinical Trials at Green Fields system.
Clinic

> Conflict of Interest
[ Policies & Procedures
[ contact us

[ Application Version
Information

Updated: October 28, 2011 Page |1



2. Use your LDAP name and password to access the system
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Please login below with your LBNL LDAP username and password:

USERNAME: |

PASSWORD:

Login

3. Your “Home Page” indicates your role in the left-hand menu. If you have multiple role possibilities (as in this example), you
can select one of your other authorized roles.

4 Proposals are displayed in tabs in the middle to the bottom of the screen based on their progression through the development
process. “My Inbox” tab indicates proposals currently in your queue for action by the Proposal Team.
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Welcome to your eSRA Proposal System Personal Workspace. From this workspace you can manage your proposals that
are:

i = My Inbox — This Tab allows you to view all proposals that require action by you or someone on your
y Roles

ropsoal team.
Principal Investigator prog

= Due Today — This Tab will allow you to manage your proposals that are due today.

E:\felopment oo = In Progress — This Tab will allow you to track the proposals you are working on for submission.
e o o o = Submitted — This Tab will allow you to track your submitted proposals.

0co = Awarded — This Tab will allow you to track your awarded proposals.

Registered User = Declined — This Tab will allow you to track your declined proposals.
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5. “Researcher Profile” on the menu bar is used to update the researcher profiles for Pls, Scientists and Staff named on a
proposal. Users with the Pl role can update their own profile. Resource Analysts can update the Research Profile for anyone.
(The Resource Analyst does not need a researcher profile for him or herself.) Refer to Researcher Profile Step-by-Step for
instructions on how to update the Researcher Profile.
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